Presentations are a source of anxiety for most people. Who doesn't know the experience of "butterflies" in the stomach prior to a big presentation. However, being prepared for and enthused about the material in the presentation goes a long way toward easing apprehension. Following are several tips to being an effective speaker, along with suggestions for visual supplements to make your next presentation a huge success!
Use effective visual aid strategies by using 6 to 12 lines per visual, preferably 6, using only keywords. Using keywords makes text easy to read, prevents repeat speech text, and keeps the presenter in control of the content by allowing the speaker to add in detail, facts, etc.
If more than one visual, number and label each one to prevent visual aids from being shown out of order.
Turn off and/or remove each visual aid when finished to allow the audience to concentrate on the speaker, instead of the aid.
Practice and rehearse with visual aids to eliminate poor timing of presenting aids with the speech and to deemphasize the speaker's lack of experience.
Handouts
Give to the audience at the appropriate time to provide additional information and to clarify, support or illustrate points.
Give during the presentation only if the audience needs to reference it to complete a task during the speech.
Give at the end of the presentation to provide the audience with extra information that they can take with them, while simultaneously preventing the audience from reading the handout during the speech.
Miscellaneous Strategies
Sum up key points at the end of the presentation to highlight important information one more time, bringing the audience back to the main purpose of the speech.
Use positive body language, gestures and movements to strengthen appeal and to show confidence as a speaker. A confident speaker will increase receptivity and engage the audience. If the presenter is comfortable, the audience will be too!
